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Utah State University Eastern 
Certificate of Proficiency, Professional Bookkeeper 
05/01/2016 
 
Section I: Request 
Utah State University requests approval to offer a Professional Bookkeeping Certificate of Proficiency 
effective spring 2016. The Certificate of Proficiency in Professional Bookkeeping is a 16 credit hour stand-
alone credential that will also fill some of the requirements for a certificate of completion and/or an 
associate of applied science degree such as IT Support & Web Development or General Technology. In 
addition, qualifying students for entry-level bookkeeping jobs, a certificate of proficiency will build 
momentum to facilitate student transitions and support student completion of certificate of completion and 
associate degree programs.    
 
Section II: Need 
The Professional Bookkeeping Certificate of Proficiency is designed to help students prepare for and pass 
national tests adminstered by the American Institute of Professional Bookkeepers (AIPB). Part of AIPB’s 
mission is to certify bookkeepers who meet national standards and help them receive recognition as 
bookkeepers and accounting professionals. Students who complete the certificate will be prepared to help 
a small business with business accounting, tax filing, general financial management and budget tracking.  
The United States Bureau of Labor Statistics projects employment of bookkeeping, accounting and auditing 
clerks to grow 11 percent from 2012 to 2022 (http://www.bls.gov/ooh/office-and-administrative-
support/bookkeeping-accounting-and-auditing-clerks.htm). Bookkeeping (including accounting and auditing 
clerks) is a sizeable occupation. In the coming decade, business expansion and retiring workers will create 
greater demand and a high volume of annual job openings for certified bookkeepers. An opportunity to earn 
certification in bookkeeping during one semester will allow students to become familiar with higher 
education and gain current occupational training in a short period of time. Students enrolled in the 
certificate program will also have an opportunity to complete an internship which will reduce the on-the-job 
learning curve and enable them to quickly earn an equitable wage. 
 
Professional bookkeeping jobs fall within accounting and auditing clerk occupations where most moderate 
training occurs on the job and a high school diploma or equivalent is required.The statewide median wage 
for bookkeepers is $16.11 an hour. In Utah’s southeastern area, the wage for inexperienced bookkeepers 
is $11.37 an hour and $15.89 an hour for experienced bookkeepers. The occupation’s annual growth rate is  
2.6% with average annual job openings of 520. Related occupations and their corresponding statewide 
median wages are as follows: billing and posting clerks, $14.71; brokerage clerks, $20.28; loan interviewers 
and clerks. $15.94; office clerks (general) $12.04; and secretaires and administrative assistants (except 
legal, medical or executive) $15.20. The annual growth rate for these related occupations is close to the 
growth rate for a professional bookkeeper.   
 
According to the Bureau of Labor Statistics, professional bookkeepers with a high school diploma and 
moderate on-the-job training earn a median wage of $16.91 per hour (same as the state of Utah) and the 
job outlook for 2012-2022 projects an average growth rate of 11%. Although the median wage for 
comparable occupations described above is almost twice as much annually, those occupations require a 
bachelor’s degree for entry-level positions.Whereas the proposed certificate of proficiency offers 
accelerated entrance to the job market and a short-term credential which students can build on to access 
more advanced jobs and higher wages.The proposed certification will be especially important for 
businesses in regions of the state with a diverse tourism, travel and recreation industry. For example, an 
industry advisory group in Moab has requested this training and certification.  
 
Section III: Institutional Impact 
The proposed Certificate of Proficiency in Professional Bookkeeping will be offered through the Division of 
Professional and Technical Education of the School of Applied Sciences and Technology Education 
(ASTE) at the Southeast region locations of Price, Moab and Blanding. Depending on articulation 
agreements with individual regions, the certificate can be available statewide. Existing faculty, staff, 
facilities and equipment will implement and sustain the proposed certificate program. No additional 
resources will be required.  
 
The Certificate of Proficiency will provide an independent, industry-recognized certification as well as a 
stackable credential toward a one-year Certificate of Completion in Professional Bookkeeping. Credits 
earned in the certificate program(s) will meet some requirements for two existing AAS degrees:  
 AAS, IT Support & Web Development 
 AAS, General Technology, Business Emphasis.  
 
The School of Applied Sciences and Technology Education (ASTE) at Utah State University offers a broad-
based associate of applied science degree in general technology with emphasis areas in STEM, Business 
& IT, and Allied Health. The proposed Certificate of Proficiency will be part of the Business & IT emphasis.  
 
The proposed certificate provides an opportunity to develop region-specific training at all USU regional 
campuses and creates a needed framework to lead the state in forming new partnerships with the Utah 
College of Applied Technology, including specific partnerships with the Uintah Basin Applied Technology 
College (UBATC), Tooele Applied Technology College (TATC), and Bridgerland Applied Technology 
College (BATC) campuses. The certificate will carefully articulate with the UCAT campuses to provide 
additional opportunities for students while avoiding unnecessary duplication. 
 
Section IV: Finances 
The proposed certificate of proficiency will be cost neutral, funded by internal reallocation of funds and 
tuition revenue. All courses for the proposed certificate are currently offered, and no new faculty, staff, 
library or operational funds are required. There will be no budgetary impact, including cost savings, to other 
programs or units at Utah State University. 
 
 
 
 
 
  
Section V:  Program Curriculum 
 
All Program Courses (with New Courses in Bold) 
Course Prefix and Number Title Credit Hours 
Required Courses   
BUSN 1111   Survey of Accounting  3 
ACTG/ACCT 2010   Financial Accounting 4 
BCIS 1410  Spreadsheet 1 2 
BUSN 2988  ICE House: Entrepreneurial Thought 3 
BUSN 2800  Computerized Accounting 2 
BUSN 2151 or BUSN 2320  
Income Tax Preparation - OR - 
Small Business Management for CTE 
2 
Sub-Total 16  
Elective Courses   
Sub-Total 0 
Track/Options (if applicable)   
Sub-Total 0 
Total Number of Credits  16 
 
Program Schedule 
All classes may be taken during the spring semester, and several of the classes may be taken during the 
fall semester.  
 
Professional Bookkeeper – Certificate of Proficiency  
 Spring Class Schedule Cr. 
 BUSN 2800 (S) Computerized Accounting 2 
 BUSN 2151 (S) or  
BUSN 2320 (F/S) 
Income Tax Preparation or 
Small Business Management-CTE 
 
2 
 BUSN 1111 (F/S) Survey of Accounting 3 
 ACTG/ACCT 2010 (F/S/SU) Financial Accounting 4 
 BCIS 1410 (F/S) Spreadsheet 1 2 
 BUSN 2988 (F/S/SU) ICE House: Entrepreneurial Thought 3 
  Total Credits 16 
 
